Chapter 9. Printing, Re-issuing and Voiding Checks 28

Check Printing and Voiding Checks

Printing, Re-issuing and Voiding Checks

his chapter iswritten solely for generating printed checks, for paying those invoices that

have been selected through the " Select for Payment” option. Checks are assumed to
have equal size areas for check and counterfoil with each area 3.5" by 8.5" (total sizeis 7" x 8 1/2"
excluding continuous form feeder strips).

There are three methods on printing checks:

1. Select for payments
2. Printing checks by choosing range of entries or accounts.
3. “Quick Check(tm)” - Check Writer Printing for immediate payment such as C.O.D.
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To mark the invoices you want to pay, push <up or down arrows> to highlight the invoice
and push <ENTER> to toggle. This will put a check mark on the column “Pay” for that
line. Mark or tag all the invoices you want to pay. Once you finished selecting all the
invoices you want to pay, push <ESC>. This will bring you to Accounts Payable Issue
Check screen. Appak will seed the cut off date and GL control account to be used

automatically.

3. Push <ENTER> and the current
check number will be seeded. If
this check number is correct, push
enter. The checks will be
printed with al the
information ready for
mailing.

Note: <ENTER> function
key toggles and untoggles
the invoices.

ACcownes Fapablel TS chechs
Saturday, OFF24/3000 12233140

APPAK - ISSUED SELECTED CHECKS

Enter the starting check number? EHGETIEEEN

Printing checks by choosing Range of Entriesor Accounts:

Purpose If you are going to print several checks in one time and save time, you can use this
feature to print checks. To get to this screen, go to Appak —Accounts Payable Menus,
push <F7>, choose S-select for payment (seeillustration).

Range of Entriesor Accounts: Y ou can select
invoicesto be paid by either the entry numbers or
the account numbers. |f you wish to select by
entry number, enter the number or range of
numbersin thisfield and press<ENTER>. If you
wish to select by account number, press
<ENTER> on the "Entries" field to moveto the
"range of accounts" field. Enter the account
number or range of account numbersto be
selected and press <ENTER>. Each possihility is
described below:

If you have selected one invoice by entry
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ESC=Close, F4=Print Selected Entries, F7=Retotal Selections.

number to pay (as opposed to arange of invoices), the information for that single invoiceis
displayed by APPAK. The cursor moves directly to the " Amount to Pay" field.

If you have selected arange of invoicesto pay by entry number, APPAK movesto the "Range

of Dates" field.
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If you have selected arange of ACCOUNT numbers with invoices to pay, APPAK movesto the
"Range of Dates" field.

Date Range Through: If you have selected arange of Entry Numbers or arange of Account
Numbers, APPAK moves the cursor to thisfield to allow you to select arange of dates between
whichinvoiceswill be selected to pay. NOTE: The date used for thisfield isthe "Due Date".

GL Sub-account Mask: Recall that a General Ledger account has four digits, adecimal point and
four more digits for the sub-account. Y our entry here allows you to select invoices based on the
sub-account number for your General Ledger Accounts. If the mask fits ANY ONE of the
DISTRIBUTION account numbers on the invoice, theinvoice is selected for payment (or
deselected, if you have chosen that option).

You can leave thisblank or place astar (*) in thisfield, either of which will include all sub-
accounts. Y ou can use acombination of digits and question marks to wildcard sub-accounts with
digitsin specific positions (for example, 2?3? will include al sub-accounts which begin with 2 and
have a3 in thethird position, regardless of the remaining digits). Y ou should use care in using this
mask to ensure you do not include undesired sub-accounts. However, you can always change the
status of an invoice from select to deselect (or vice versa).

Select or Deselect?: If you have selected arange of accounts or entry numbers, APPAK moves
to thisfield to allow you to select or deselect therange. All invoiceswithin the range, which fit the
GL Sub-account Mask, are selected or desel ected (you cannot specify some to be selected and
some desel ected, but you can rectify this). Aseach invoiceisdisplayed, the status of that invoice
isgiven at the top of theinvoice information. Y ou will see"Currently Selected" or "Currently
Deselected".

It is suggested that you generate the "Invoices Selected for Payment” report. Review this report
with regard to invoices falling within ranges entered here. 'Y ou may wish to change one or more
invoices within the range from select to deselect (or deselect to select). To deselect an invoice
appearing on the report, enter the invoice entry number and enter a zero in the "Amount to Pay"
field. To select aninvoice, enter its entry number and the "Amount to Pay".

Entry # Aseachinvoiceis selected, information for thisinvoiceisdisplayed. Intheareajust
abovethisfield, you can see whether the invoiceis"Currently Selected" or "Currently
Deselected". Theinformation provided for the invoice includes the Entry Number, the Account,
the Company Name, the Invoice Number, the Description, the Date Due, and the Balance. The
operator does not have accessto these fields.

Amount to Pay: If you have selected a single invoice entry number, the amount to pay on this
invoiceis seeded by APPAK. Y ou can changethisamount, if desired. If you have previously
"selected" thisinvoice for payment, entering azero has the effect of "deselecting” the invoice.

If you have selected arange of entry numbers or account nunbers, the amount to pay is seeded by
APPAK from the invoice (in this case, the operator does not have accessto thisfield).
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Selected Total: APPAK automatically displaysthe total amount for all invoices selected through
thisscreen. If you leave the screen to perform some other function, then return to complete the
invoice selection, APPAK does not automatically display the previoustotal accumulated, but you
can obtain thisinformation.

Print selected entries: Push <F4> to print the selected entries. Y ou can send the report to your
default printer.

Natural Growth Serwvices, Ine. Report Taken 02/25/2001 16:23 FPage 1
INVOICES SELECTED FOR PAYMENT, DISCOUNTS COMPUTED FOR 02/25/2001

Invaoice # Inv.Date Entry# Degcriprion Balance Disct Date Discount To Pay
Account: 84aL 84 Lumber
+8090 11/62/2000 8090 Repalr materials 10.01 0.00
nccount Torale: ;(;7;]7. ----- ;-;; _________
Account: CHIP Chiptech, Inc.
238217 a2/23/2001 B45% Resale parts 824.75 Q.90 624,
necouss morats: e boo  ea
hepors Totals: | £34.76
Fe=====asraxzmsasssss=sssssss====s================= End of HReport a=mazsza= ===== B SR EE e PR

Some of the function keyswhich comesin handy are:

<F7> function key: If you leave the Invoice Selection For Payment screen to perform some other
function and then return to this screen to complete selection, you can request APPAK to display
the previously accumulated total by pressing <F7> Retotal Selections. Thisaccumulated total is
stored by APPAK until invoices are paid with the "lssue Checks" option.

<F8> function key: Y ou can request a printout of the entries selected by pressing the <F8>
function key.

Enter the date, which will appear, on the checks. APPAK automatically examines the records for
discounts and computes any applied. The printout isautomatically sent to the printer. A sample
of thereport is shown below. Thisreport isprinted in condensed print.
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QuickCheck(tm) - Check Writer

Purpose Thisoption allows you to generate a check quickly for such purposes as paying for a
C.0.D. Theinformation entered isidentical to that entered through the "Invoice Entry and
Change" screen. The differenceisthat this option generates the check automatically (you do not
need to go through the " Select for Payment" option to generate the check).

To quickly generate acheck, do the following:

1. Goto Accounts Payable menu; press <Enter> to go to Appak- Invoices Entry Screen.
2. Entertheinvoiceand fill in the necessary fields.
When itstime to save the entry,
choose S-elect to Pay. Push <ESC>.
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3. On the next screen, the date and default ledger account to be used will be seeded on the
fields. Push <ENTER> and the check will be printed.

4. If you want to cancel the check printing, you need to untag the invoices selected.
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Voiding and Reprinting Issued Checks

Purpose: Through this option, you can reprint checks, which have already been issued. Checks
lost in the mail or printer malfunctions make this option especially useful, and you need to void the
check and reprint it. Follow the steps below on how to do this:

1

Go to Appak- accounts Payable Menus, push
<F7> for Operations, then choose C —checks.

On the Check Register Screen, enter the check
number you want to void, once the check
number is highlighted, and push <F9>; this will
tag the check you entered. If you have severd
checksto void, tag them now.

Push <F6> to delete the tagged check. (See

illustration). If you want to re-issue another check
number for that invoice and void the tagged check

number, enter Y —yes to process the tagged
check.

If that tagged check is reusable for\
printing, push the letter C to move the check

mark to Reusable and enter Y-yes to process
the check. Pushing the letter | will leave the
invoice unpaid.

If you enter N-no (not to process the tagged
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checks), it will not do anything and will bring

- CHECK REGISTER (Using Cash Account 1120.0000 ONLY)
z Number || Issued Account # Amount |Status Paid GL-Cash
i 3211| |06/16/1994 |0K 33.92 P |06/20/1994|1120.0000
3212| |06/17/1994 |MsC 88.49 P |06/23/1994|1120.0000
— 3213| |06/17/1994 |ROBEC 941.25 P |06/27/1994|1120.0000
— 3214| |06/15/1994|CBS 100.00 P |06/20/1994|1120.0000
3215| |06/17/1994 |cBS 200.00 P |06/20/1994|1120.0000
3216| |06/17/1994 |vOIDS 0.00 % 1120.0000
3217| |06/18/1994|3PT 18.00 P |06/23/1994|1120.0000
3218| |07/01/1994 |MSC 267.40 P |07/15/1994|1120.0000
3219| |06/17/1994 |FSST 158.78 P |06/30/1994|1120.0000
3220| |06/21/1994 | CAUSEWAY 328.34 P |06/23/1994|1120.0000
3221| |06/20/1994 [HJ 244,50 P |06/22/1994|1120.0000
3222| |06/20/1994 |MAZEN 400.00 P |06/23/1994|1120.0000
3223| |06/20/1994 |VOIDS 0.00 v 1120.0000
APPAK - ACCOUNTS PAYABLE MENUS
CHECK REGISTER (Using Cash Account 1120.0000 ONLY) L
Number || Issued Account # Amount  [status Paid GL-Cash
3211(y|06/16/1994 [OK 33.92 P |06/20/1994(1120.0000
3212| |06/17/1994 [MSC 88.49 P |06/23/1994|1120.0000
3213| |06/17/1994 |ROBEC 941.25 P |06/27/1994(1120.0000
3214| |06/15/1994|CBS 100.00 P |06/20/1994|1120.0000
3215| |06/17/1994 |cBS 200.00 P |06/20/1994|1120.0000
16| |06/17/1994 [vOIDS 0.00 % 1120.0000
3 06/18/1994 [3PT 18.00 P [06/23/1994|1120.0000
32181\07/0 7/15/19941120.0000
3219| Yee/1| DELETE TAGGED CHECKS 6/30/1994 |1120.0000
3220( |0 6/23/19941120.0000
3221 |06/, EAVE EINVOICES... LEAVE @HECKS. . 6/22/1994 (1120.0000
3222| |06/2] g selected to Pay Voided 672574994 |1120. 0000
3223| (06/2 Unpaid Reusable 1120.0000
Process tagged checks (Yes/No)?
ESC=Close, F3=Rep ESC=Cance]l. ag.

you back to the check register. If you enter Y-yes to process the tagged checks, Appak
will ask you to wait while it process the check. Once it’s done, the check will be marked V-
void on the status column, and the invoice will be selected for payment to be issued. Push
<Esc> and you will be prompted if you want to reprint the check.



